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BACKGROUND

Manual payroll checks to enployes of the Department of Health and Socia
Services are required in a nunber of circunstances

1. Suppl enent al Paychecks are generated when tinme reports are
submitted too |late for normal processing. They are al so necessary
when a system generated check has errors and nust be re-deposited.

2. Vari ous circunstances, including death or disability of an enpl oye
or ineligibility due to insufficient hours worked, make it
necessary to issue a manual check to refund the enpl oye share of a
fringe benefit prem um such as health or life insurance or
W sconsin Retirenment System paynents.

3. El ectronically deposited payroll funds (ACH transfers) are
returned by the receiving financial institution because of an
account being closed, or because the State Treasury issues a stop
paynment order. Manual replacenment checks are often needed in
these instances. When a financial institution rejects an ACH
transfer, they notify Firstar Bank which, in turn, notifies DOA
Central Payroll. Central Payroll notifies the Bureau of Personnel
and Enpl oye Rel ations (BPER), where action is initiated, to issue
a repl acenment check, if needed.

PCLI CY

Suppl enent al Paychecks, Manual Fringe Refunds, and ACH Repl acenent Checks
shal |l be processed and issued in an accurate and tinmely manner by DHSS payrol |
and fiscal staff. Staff shall take appropriate actions to limt the need for
manual payroll checks.

PROCEDURES

A suppl enmental bulletin describes procedures to be used by Departnent of
Heal th and Soci al Services personnel in docunenting and preparing Suppl ement al
Paychecks, Manual Fringe Refunds, and ACH repl acenent checks.
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The process of generating Suppl enental Paychecks and Manual Fringe Refunds
begins with the enploye's own Payroll and Benefits Specialist either in the
enpl oying unit or in BPER The Payroll and Benefits Specialist generates and
reviews various forns and forwards themto BPER. BPER forwards themto the
Payrol | Financial Specialist in the Institution and Adm nistrative Accounting
Section of the Bureau of Fiscal Services (BFS), where the actual check
preparation is initiated and the docunentation is filed.

Det ail ed procedures for all three transaction types are described inPayroll
9.0 Suppl ement (Manual Payroll Checks), available from Ken Thyberg (see
contact person bel ow).

REFERENCES

DOA State Accounting Manual and Rel ated W SMART Trai ning Materials
Central Payroll On-Line Users Manual

Central Payroll Users Manual

FVMS Manual

CONTACT PERSON

Ken Thyberg, Accountant
Bureau of Fiscal Services
(608) 261-6315



